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1 Introduction 

This document is a guide for users who will be using the custom 'BOC hfic~ofilm' application and the 
Kodak Archive Writer Interface Sohare (AWS) to create microfilm rolls .from scanned images. 

Tbis documentation is located in in \\bocswl\a\BOC Gustomizations\Docmen~~n. There is also 
an administmtots guide for the Microfilm Programs in that directory. 



2 Running 'BOC Microfilm App' to Package Fiies for the Archive Writer 

The 'BOG Microfih App' is a custom application for BOC. It validates the documents turd pages that 
have not yet been assigned to a ml1 and allow you to assign &a to MimoBirn Rolls after being 
validated. 

After 'Pac?agkg' a roll, you then use the Kodah. Archive Writer hterface S o h a r e  (AWIS) to actually 
cut a roll of film from files stored on the m: &he, such as m:W\15000. 

2.1 S&&ng the Mkrofilm Appie&n 

To start the 'BOC Microfilm App' select the 'SMArchive Writer for BOC/BOC Microfilm App' 
fiom the SM menu on MimofilmOl . This is the application that dlows you to assign docum.ents to 
specific rall numbers. The Xodak Film Writer ( A m ) '  program uses the files created by 'BOC 
McroBm App' to actually create microGh roils. 

Afier starting the application, select 'Regular System' or 'Land Court' in the upper left corner to load 
the idonnation to create a roll of Microfilm md enable the buttons on the window. 

381462 
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2 Mic~ofJm App Main Wi)tdow for Regular System Docs 

After pressing the "egular System' radio button the application will look like this: 
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2.1.2 Basic Oper&n to Package a R d  

The top of the screen on the previous page indicates & k t  95,296 pages are ready to be 'packaged' into 
new Microfilm Rolls. That is the number o f  pages for docs with a valid recording date (<= FTP 
Through date) and for which there are no gaps in document nulllbers. 

1) Ifthere are enough pages, simply press the 'Create Roll for MF Writer' button. This will create a 
roll directory in m:\rs and move one roll's worth of image files to that directory. It will also refresh 
the lists on the screen and you" see your new roU in the list of rolls near the top ofthe screen. 

2) After you have done h t  you can nzn AWIS to write the roll to Microfilm. Then: are instruction 
on &g AWJS in se~tion ??? ofthis document. 

3) After you have written the roll to the archive writer, m this application again, select the roll, and 
press the 'Set Status to Complete' button. This simply changes the status so &at users know it has 
been written to microfilm. 

3 0 1 4 6 %  
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21.3 Micmfdm ARB Main Window fur LC Docs 

As you can see this is very similar to the Regular System window. All of the features are the same 
here as for Regular System document. 
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2.2 C o e n &  on the Window Disp~ay 

2.22 'FTP Through Date' and 'Package ROB Tbough FiTllaie' 

The 'FTP Through Date' is displayed in the top right of the window. It's 06/05/2002 in the examples 
above. The Microfilm application will only assign documents to a roll with a recording date less than 
or equal to tbe FTP through date. 

There is a check box called 'Package Rolls Through FTP Date'. If this is checked, then the application 
won't allow you to packed documents with a reeordii date past the 'FTP Through Date7. This option 
can be disabled in the BOCKofax.ini Ne, but normally it should be checked, The user cannot change 
this while the application is naming. 
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2.3 Opticznd Feaiwes ofthe BOC &f&P@fd~ Applichn 

2.3.1 'Preview Contenb of Nexf ROB' and sample of keader.atfiIe 

This button can be pressed to view the header file of the fiext roll that would be created if you pressed 
'Create Roll for MI? Writer'. This  allows you to view the header without actuafly creating a roll, 

The header for the next re&ular system roll from the example would look like this: 

'Create R o l l  f o r  i# # b i t e r '  bu t tan .  

1 M e n  y o u  are done utetPing t h i s  F i l e  
2c;tstus rg iust c l o s e  the Heteaad *indot#. I t  

Goes no  ham if y o v ' a a d f f p  t h i s  
tso lporar j r  ~ L l e .  

A 

REGULIR SYSTEM 
BEOULBR SYSTEW 
REGULAR SYSTEM 

REGULRR SYSTEIf DUCS 
DOCUKM START: R2019066959 

WICROFlLH ROLL NUWBER 151151 

o o e U i m n  EWD : ~ z a s m ? 8 8 e  
BOC COUM : 876 
PBCE COUNT : 757s 
FILE COOM : 852 
STRRT REC BRTE: 85/¶712B@ 
EN0 REC DIITE: 85/21/28@ 

REPtRCE#EKI BOGS (Doc, R e c o r d i n g  @ate, 
RZ@WP78155 W/94/2802 RS158a5 

TBTBL FILES : 854 
TOTlL P86ES : 7588 

IS PF Rmf REGULRR SYSTEM 
REGULRU SYOiEM 
REGULBR SYSTEM 

Original 

'Ihe header file is displayed in Motepad. A temporary file is used to display the heheader Ble, so you 
can't cause any problems my modifying this file. 

3 0 i 4 6 7  
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2.3.2 'Details on New Pages Nut Assigned to RolW Bmon 

Wondering what that means? This button simply shows details of the docments tbat have not been 
assigned to a roll yet. It displays a window l i e  h t  below: 

If you see a document in the Gags list that you think may actually be in Content Manager, you can 
select the documents and press this button to search CM for the document. If the document is found in 
Content Manager, it will be retrieved, rotated and prepared for Microfilm. When you refresh the 
window, the document will no longer appear in the Gaps list. Ifthe document is not in Content 
Manager an error message will be displayed. 
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2.3.4 'Dele& Files for RoR' Bmon 

This button is only enabled for admin users. If you select a roll and press this button, all fiks in the 
M.URS\<rollnm> or M:kC\<roUnm> directory will be deleted from the fde server. This must be 
done periodically to conserve space. However, there is plenty of roam to store images for at least 20 
rolls of microfilm on the server, so be sure that the Microfilm roils are high quality before deleting the 
images. 

To use this featme, select a roll in the rolls list and press the button. A window will be displayed 
asking you to verify that you want to delete all of the fifes for the roll, 

2.3.5 Abocrt the 'Load Roll From CM' B@on 

You can use the ' had  Rolf from CM' button to load images from Content Manager to a directory on 
the M: drive. 

If you need to recut a roll, but the files have been deleted from the m:W\ro l lnm> directory or the 
M:KC\<rollnum> directory, you can use this button to reload the files to the M: drive for use by the 
archive writer. It will get the .]st fife and the header.txt file from Conteht Manager index classes 
'Microfilm Rolls' and Wcrofilm List Files'. It will then retrieve each document from Content 
Manager, rotate the images, and assign the correct image filename (eg 
~ 2 0 0 ~ 0 3 7  142-20020405-3 .m). 
After using this feature, you can t h  nm AWIS to create a roll of Microfilm from the .lst file. It takes 
about 60-90 minutes to retrieve the docs for a roll from Content Manager. 

3 6 2 4 6 9  
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2.3.6 Using the %owl Roflfmm CM'feafura 

To use this feature, remember that only rolls thaZ have a matching subdirectory on the M: drive will be 
displayed in the rolls list. When you press the 'Load Roll &om CM' button a window paps up asking 
which Roll you want to load. It is prefilled with the currently selected roll. You can either accept 
what i s  entered or enter a different roll number. 

If you keep the selded roll number, a dialog box will pop up and allow you to load files for that roll. 
You may be continuing afkx stopping a previous load. 

A more common situation is that you have entered a new roll number. fn this case, the application will 
create a new directory on M: for the rofi, get the header-txt, fwter.txt, and <rollnumbe*.ist file from 
Content Manager. It will then display a window like the following: 

The dialog box for loading images from CM looks like this: 

This dialog box indicates that 850 of the total of 853 files that should be in the directory need to be 
retrieved &om Content Manager. Note that at this point 3 files have already been created, the 
h&r.txt, foater.txt, and list Ue (15002.lst). 

301470 
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You can then press the 'Stat" button to start loading the files. The program will go through the 
15002.lst file and export from CM any files that afe not already in the directory. 

Each file exported will be written to the status window on the main Microfilm App window as shown 
in the screen print below. 

You can stop and start the export as desired and it will resume where it ieR ofX If you exit the 
application anrt come back in, just find t-he roll in the 'Microfilm Rolls' list and then press 'Load Roll 
&om CM.. . '. It will display the window above, tell you how many fifes are left to export. You can 
then press ' S m '  to continue the export. 

It [ted 60-120 minutes to export files for one roll of film. 

If you stop too soon and try to cut a roll, the AWS software will tell you that there is a problem 
finding dl of the files in the .lst file. 
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To view what is on each microfilm roll, start the Content Manager client m u a l l y  or by viewing an 
image &om BCIS. Then seXe~t the S w c ' a s i c  menu and you'll get a window like the one below: 

3 0 1 4 9 2  
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Select Index Class 'Microfilm Rolls' and press enter. YauSi1 get the following list: 

Casnphtc 
Rtady 

&Y 
Ready 
conxlbte 
CamJele 
cmskee 
comb3 

You'll see a list of all rolls that have been created with the 'Microfilm' application. You can see 
document number ranges of each document type as well as the number of replacments an the roll if 
any. 

If y.ou want more detaits, just double click on the document and you'll see the header.txt file. 
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LMiD COURT 
&&TI) COURT 
LAHD COURT 

HICROPILM ROLL BBWER 10019 

Z&HD COURT DOCUP4HXmlS 
DOCMEBT STdlRT: LO27988 09 
DWUMEBT EBD : LO2799511 
DOCUFlEBTT COUBT: 703 
PAGE COOBT : 7215 
FIXIB GOBIT : 679 
S!CART RBC DATE: 20020426 
Em REG DATE: 2011211429 

LRWD COURT - ORDBlZS 
DWmEET START: 00145746 
DOCUMEHT %ED : 00145793 
DOCUI"IEBT CQWT: 48 
PAGE COUHT : 373 
F I L E  COUBT : 48 
BTPlRT RBC DLITE: 20020501 
Em REC DATE: 20020506 

LMD COURT - DEGREES 
Bane 

REPLACEMBET DOCS 
00145737 20020430 

TOTAL FILES : 728 
TOTU PAGES : 7595 

LMD COURT 
LARD COKRT 
LRHD COURT 

2.5 The *Micr@fdm Lbt Files' index C h  

The 'Microfilm. List Files' index class is similar to the 'Microfilm Rolls' index class, except that it 
contains the .lst file fox each roll and lists every document on the roll. 

3 0 1 4 7 4  
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3 Writing to Microfilm with Kodak AWIS Application 

3.1 Runni~g A WIS to write to fdm 

Start t f re  AWS p r o m  aad select FileMew Roll 

First enter a Roll. ID (eg X 5000) 

Enter Job Name (eg: RS15000) 

Sefmt Application Always 'BOG Dwuments' 

Sefect input Sovrce (eg M:W\15000\15000.lst) 

Select Archive Writer d a d 1  

This will show you how much film is lee on the roil. It should be abut 210 feet or so for a new roll. 
You can thed. press 'Start' to start cutting the roll. 
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3.1.2 Fi'inisPsing a RoU 

Wbea the Mi~ofiIm Writer finishes writing film it displays the following message. 
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3.1.3 Resetting the Nkroftlm Writer 

Next go to the Archive Writer and do the following: 

Select Off-Line 

Select Film Control 

Select Run to End 

Remove the film in dimly lit room 

3.1.4 Marking the Roii Conepleie in the 'BQCMk~oflIrn App' 

Don't forget to go back to the Microfilm application, select tbe roll, md press the button 'Set Stahrs to 
Complete' when done cutting the roll. 

301475 
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T i K k  i s  a Kodak utility for checking the validity of a .I& file. It reads the ,Is$ file and checks each 
of the fifes included in it to ensure that they can be processed by the Microfilm Writer before actually 
trying to cut a roll. 

Under n o d  c i r c t l ~ n ~ e s  this tool does not wed to be used. 

1) For 'Input Source' select the .Ist file. 

2) For 'Scafing Ration' set to 24. Or, set to 0 and it will tell you the optimam scaling factor. 

3 )  For "age Type' select Multi-Page TIFF 

4) Press 'Start Checking' 
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Tbe AWIS software writes a log file of everything it writes to film+ You can fmd it on the c: drive of 
the Microfilm workstation. 

It writes and .x£r .Ne. This shows you the TIFF files is processed, how many pages were stored from 
each TIFF files, and the marker infomatian on the microfilm containing the location of 'rhe dwmmt. 

This file could be used to update a database with the ex& location of the document on microfilm but 
there are currently no plans to do this. 

It would be good to keep a copy of this file for each roll af microfilm, 
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